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DEPARTMENT OF HEALTH & MENTAL HYGIENE
OFFICE OF HEALTH CARE QUALITY

containing the results of investigations involving the
following facilities as a result of a complaint or self-
reported incident received by OHCQ:

. Ambulatory Care

. Nursing Homes

. Adult Day Care

. Nursing Staff agencies

. Developmental Disability agencies/sites
. Assisted Living

. Labs and related sites

. Substance Abuse

. Mental Hygiene

. Hospitals/HMOs

. Residential Treatment Centers
L. Prisons

REC—IOMMOO D>

Item No. |Description of Records Series Authorized Retention Period & Instructions
This supersedes Schedule 1560. ) ) .
1. APPLICATION/LICENSE SERIES - Folders  |Retain the most recent expired licensure
containing material pertaining to the licensure |files in office for one licensure period;
or certification of the following facilities: then transfer files to on-site storage for
three (3) years; after all audit
A. Ambulatory Care requirements are met, transfer files to the
B. Nursing Homes State Records Center for an additional
C. Adult Day Care five (5) years: then dest
D. Nursing Staff agencies v years, estroy.
E. Developmental Disability agencies/sites
F. Assisted Living
G. Labs and related sites
H. Substance Abuse
l. Mental Hygiene
J. Hospitals/HMOs
K. Residential Treatment Centers
L. Prisons
2, COMPLAINT REPORTS SERIES - Reports Retain active and closed complaint files

for the most recent expired licensing
period in office for one licensure period,;
then transfer closed files to on-site
storage for three (3) years; after all audit
requirements are met, transfer files to the
State Records Center for an additional
five (5) years; then destroy.
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DHMH Instructions -Meke a list of all fllea. Determine whether aach ls non-record,

DEPARTMENT OF GENERAL SERVICES

DHMH __RECORDS INVENTORY

DEPT OF HEALTH & MENTAL HYGIENE

record materlal or both. Group ko Record Serles. Prepere a ssparats inventory form STATE RECORDS CENTER
for aach Record Serles Identifid. All Record Serles ars 1o be Isted on a Schedus - 7275 WATERLOO ROAD ) 1
Form. Forwerd el Rocords nventory forma with the propossd Schedus form (DGS P.0.BOX 275 PAGE__— OF
550-1) to the DHMH Records Officer fwu your Records Goordinator. JESSUP, MARYLAND 20754

: (410) 780-1379
1. Department/Agency 2. Offica/Admiristratior/Boerd A C& 3. OMslonUnit or Section

DEFINITION - RECORD SERIES - A group of related records
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DHMH instructions Meie a tist of &3 files. Datarmine whether each is non-record,
record material or both, Group into Record Series. Prepere a saparats inventory form

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER .
for each Record Serles Identified. All Record Serles are to ba fisted on & Schedule 7275 WATERLOO ROAD PAGE ZOF -‘2_
Form. Forward ell Records Inventory forms with the propased Scheduls form (DGS P.0.BOX 275
§50-1) to the DHMH Records Officer thru your Records Coordinator. JESSUP, MARYLAND 20794

(410) 789-1379

DHEMH RECORDS INVENTORY
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DEPT OF HEALTH & MENTAL HYGIENE
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7. Record Serles Format(s) List all
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